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Document Preparation, Review, and Release Flowchart 

Author* 

Prepare document and obtain 
permission to use any copyrighted 
material. 

If the publisher requires a copyright 
transfer agreement, insert the official 
statement on the publisher’s form. 

Prepare cover and/or title page except 
for BNL publication number, and 
insert disclaimer text into document. 

Review document for possible release 
issues. Prepare forms required for 
submission and indicate any release 
issues by check-off on forms. 

Sign the BNL Author’s Statement and 
obtain your Level 2 manager’s 
signature. 

Work with your STI Contact to submit 
the forms and document to the BNL 
Publications Office. 

*Author follows the procedures above, 
with assistance from the STI Contact. 

STI Contact or Author 

Check the forms and document for 
completeness. Send two paper copies 
and one set of submission forms to 
the Publications Office. Retain copies 
in your files. 

BNL Publications Office reviews 
document and forms and routes them 
as needed for additional reviews 
(OIPSR, OPSEC). Author and STI 
Contact resolve any issues that are 
raised by this review process. 

? 
Was 

scanning requested 
on BNL Form 2843F 

? 

Yes No 
 

 

The Publications Office 
will type the assigned 
BNL number on the 
document. ISD will scan 
the document and 
charge the cost to the 
project or activity. 

 

 

When notified via e-mail, 
put document number on 
title page/cover. Save file 
as PDF Normal using file 
name from ISD. Check 
PDF file for successful 
conversion. Send as an 
e-mail attachment to the 
BNL Publications Office.

 

When Releasing Official approves, 
document may be submitted by 
author to publisher, and is 
announced, distributed, and (when 
appropriate) posted on the BNL 
Publications Full Text website. 

                                              

    

     Acronyms 

  OIPSR Office of Intellectual Property and Sponsored Research 
  OPSEC Operations Security 

 


